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Chapter 1. ROA Roles and Administration

As aRead Only Access (RO&Jministrator, you use thddTS ROA Administratiomodule to assigiROA to
others or revoke ROA when no longer required

There are twdROAroles in DTS:

T ROAUserA ROA User ' s pr i maaesgripansisvoicedasafotonelorimorg i s t o
organiationsto which they have ROATYip data comes from the following DTS travel documents:
authorizations, vouchergndlocal vouchersinvoice data comes fro@entralyy Billed Account (CBA)
invoicesand Government Travell@rgeCard (GTCCYendor (CCMhvoices

1 ROAAdministrator. ROA administrators mayreate newROAUsers and Administratoysand adjust
their accesses as necessarfiey an alsocaccess the same trip and invoice data as ROAslse

Note: Although military services appoint their oROA Aiministrators, the Defense Travel Management Office
(DTMO) is th&kOA Administrato for DefenseAgendes, Joint Commands, and amyilitary servicethat requires
organization access outside thewn service.

Defense Travel Management Office 3
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Chapter 2: Using ROA

You access DTSHitps://dtsproweb.defensetravel.osd.mil/d@pp/pubsite/all/view/. Once logged into the
system, you can perform administrative actioksom theDTS Dashboar(Figure 121), ROA Users and
AdministratorsselectAdministration, ReadOnly AccessROA. The ROA tools appear.

System Status: @ EWTS v

= @)
Defense Travel System B | @ telnDwest v

SO |

; Q{} Administration |||| Reports ,c ‘

Trips Awaiting Action Budget Tool & Report Scheduler (2 DTA Maintenance Message Center

. Tool
Ea Read-Only Access (ROA)
Self Registration Administration

o ROA Invoices '

DTA Maintenance Tool '

My Travel Docu

Your upcoming, current, and Delegate Authority

Document Unlock Tool

Figure 121: DTS DashboargdMaintenance Menu
2.1 View CBA and CCV Invoices
To view CBA or CCiMvoices:

1. OntheDTS Dashboar(Figure 121), selectAdministration, then ROA hvoices TheRead Only Access
¢ InvoicesSearchscreen(Figure 122) opens

Read Only Access - Invoices

User NameHelen D DTMO
Organization:TDZDTMOTRAIN

ROA AccesgAll)

Run Date:Monday, May 16, 2022 11:2(

Search
Search For. *Organization ‘ ‘ (Start typing to get Organizational Access)
Traveler Last Name: ‘ | (20 characters)
*“CBA Transaction Account #:
CCV Invoice # ‘ ‘ (13 digits) Search

at least one

TANUM: (16 characters) parameter
option

Ticket # ‘ ‘ (up to 30 characters)

Voucher #: : (8 characters)
*CCV Invoice Date Range: me;l ﬂ — I To: ‘| ﬂ > |(Click Calendar)

Report Type: | Invoice Summary |
Invoice Type (CBA/CCY):

Figure 122: Read Only Access$nvoices Search Screen

Defense Travel Management Office 4
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2. Completethe searchcriteriafieldsin the top sectionof the screen.Thosemarkedwith an asterisk (*)
are mandatory; otherare optional.

3. Enter dates or usthe calendar icons to limit search resuitsa specificCCV Date Range
4. Select theReportTypeyou want to run

1 InvoiceSummary.Provides informatiorabout a CBA or CCV invoice.

1 TransactionSummary.Provideshightlevel iformation about and summary totals tfie transactions
that appear on a CBA or CCV invoice.

1 TransactionDetail. Providesdetails about individual transactions that appear on a CBA or CCV invoice.
5. Select thdnvoice Type(CBAQCV, or Both) you want to inadide in thereport.

6. SelectSearchThereport format and contentdepends on thdReport Typeyou selected, but opens in
an Excel spreadsheet. You can view or save it

2.2 View Trip Data Using ROA
To review a DTS travel document:
1. OntheDTS Dashboar(Figure 121), selectAdministration, then ROA TripTheReadOnly Trip Lookup

screen (Figure 13) opens. Use this screen to search for the traveler whose document you want to
view.

Read-Only Trip Lookup

Search for a traveler to view their trip documents.

SEARCH BY FIRST NAME LAST NAME

Name v First Name Last Name Q  Search

Figure 123: ReadOnly Trip Lookup Screen
2. Select theSEARCH B¥op-down menu to identify how to search for the individual:
1 Name.Enter a full or partial last (required) and first (optional) name
T TANumberEnt er t h e siddgitTranecAuthorization (TA) Number
T SSNEnter the travel er(S3N). Soci al Security number

3. SelectSearchTheTravelerLookupResultsscreenrefresheswith the searchresultsdisplayedonthe
bottom (Figurel2-4). If you searched by traveler name, it may display multiple names, but if you
searched by TA Number SSN, the resultlisplayone name.

Defense Travel Management Office 5
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Traveler Lookup Results

Q, Search

SEARCH BY FIRST NAME LAST NAME

Mame w lin
Traveler Name Organization SSN
Linden, Eric T DTMOCSD HEHE-HH-GTA3
Linden, Kylee T DTMOCSD HHHE-HH-9918

Select

May 18, 2022

Figure 124: Traveler Lookup Results Screen

4. Choosé&Selectfor the traveler whosedocument youwant to review (Figure 12).

5. TheReadOnly Trip Lookupvindow displays (Figure 1%).

Read-Only Trip Lookup

Search for a traveler to view their trip documents.

SEARCH BY FIRST NAME LAST NAME

Mame v eric lin

Managing Trips for: Linden, Eric T. @

Q, Search

Figure 125: ReadOnly TripLookup Screen

6. UnderManaging Trips for(traveler name), the document types (with totals) defaulting to
Authorizationsfirst (Figure 16). If you need to access a different document tygeuychersLocal
Vouchers,or Group Authorization$, select it (Iefside) and the document listing (right side) refreshes.

Defense Travel Management Office
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317 Authorizations

317 Authorizations P,

Sortby  Departure Date (Latest) ¥ Show inactive documents.
96 Vouchers ELFTMYERVA100719_A01 (ApprovaiFaied ) Options §
Departing on 10/07/2019 View
29 Local Vouchers
ELATLANTAGA100119_A01 Payink Options 1

Departingon 10/01/2019 = TA Number: 003K2D “
11 Group

Authorizations .
ELATLANTAGA092319_A01-01 Crested Options §

Departing on 09/23/2019 = TA Number: 003JAK View

Figure 126: Authorizations Listing Screen

7. SelectViewto access the trip (Figure ). TheReview Trip Authorizatiorpage displays (Figure 172).
Note:DTS di splays a messagrel,y™ T(hR isdicedood ulm@ nt i s vi ew

Defense Travel Management Office 7
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1
<= coLLapse | <@> This document is view-only. |
Trip Authorization Info . . . .
Review Trip Authorization & print
€ Return to traveler's documents
Doc Name:
ELATLANTAGA100119_A01
Traveler: Trip Details for:
Eric Linden
o ELATLANTAGAL00119_A01 &
View Adjustments
r‘j Itinerary Trip Type: Temporary Duty Travel (Routine) (MISSION - OPERATIONAL)
Trip Description: N/A
Reservations Dates: 10/01/2019 - 10/04/2019
2 /01/: /04/:
@ TSA Info Conference/Event Name: Not Applicable
\ Reference:

S Flight: 1AD - ATL
:yr"? Flight: ATL - 1AD Comments to the Approving Official

Travel is for next fiscal year.

B Lodging (ATLANTA,GA)

w

@ Review Reservations

Finances Itinerary Expand All | Collapse All Gotoltinerary <

Figure 127: Review Trip Authorization Screen

8. Use theProgress Bafleft side of the paggto access modules withithhe document(Figure 127,
Indicator 2)or use theGo Tashort cut(Figure 127, Indicator 3Yo view trip details.

9. You can print the current version within the document on Beview Trip Authorizatiorpage;
however, there otler print choices. On the DTS honueeen, fom the document listing, select
Options A screen displays the selections (FiguréLZZhoose your printing preference

29 Local Vouchers

ELATLANTAGA100119_A01 Sl Options ¢
Departing on 10/01/2019 ~ TA Number: 003K2D View

11 Group

Authorizations —_—
ELATLANTAGA092319_A01-01 Created P

&= Print Authorization
Departing on 09/23/2019  TA Number: 003JAK

£ Manage Adjustments

Figure 128: Options

9 Print Authorization. Printsthe current version of the documerfthis option is visible in Figure -B).
1 Manage AdjustmentsOpens theView Adjustmentsscreen(Figure 129), which allows you to:

o ViewandPrint the originaldocumentand document adjustments.

o0 PrintList. Prints the stamping history of the document.

0 Print All DocumentsAll document versions print.

Defense Travel Management Office 8
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View Adjustments
CURRENT
ADJUSTER LEVEL
Adjustment Chris A 2
Plummer
ADJUSTER LEVEL
Original Helen D 1
DTMO

&=} Print All Documents

= Print List
AMENDMENT = CREATE APPROVED
TIMESTAMP ON
AOL
08/30/19 at 15:35 08/30/19
AMENDMENT | CREATE APPROVED
TIMESTAMP ON
A0l
08/23/19 at 11:44

View Print

View Print

May 18, 2022

Figure 129: Adjustments Screen
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ROA Administrators access tROA Administratiorthrough theDTA Maintenance Todbllowing the steps

below:

1. From theDTS Dashboar(Figure 1210), hover overAdministration on the menubar, then glectDTA
MaintenanceToolfrom the dropdown list TheDTA Maintenance Tool Honmecreen (Figure 121)

opens.

Defense Travel System
N

Home Trips Vv Travel Tools v Message Center

Administration A

|||| Reports

& og Administration

Trips Awaiting Action Budget Tool (& Report Scheduler [

DTA Maintenance Tool ' I

Self Registration Administratior
=
My Travel Docu

Your upcoming, current, and c Delegate Authority

Document Unlock Tool

System Status: @ EWTS v

‘ @ Helen D West v/

IR U

DTA Maintenance Message Center

Tool

Figure 1210: DTS Dashboard

2. From theDTA Tooldbar (whichappears on every screen in tlEr AMaintenanceTool), you can access
all theDTS Maintenance Toohodulesin which you have accessithout returning to theDTS

Dashboard
me: Helen DTMO Screen |0: 7000.1
tion Access: (Al DTAH Help for this & Logout
Defense Travel System e DIaome | Heforihs Soeen | Loco
A New Era of Government Travel Pem 0123456789 ]
Run Date: May 18, 2022 - 14:32 EDT DTA Maintenance
DTA Tools: DTA Maintenance Home w7 << Select an option from the DTA Tools dropdown.

DTA Maintenance Home

Organizations
Reuting Lists
Welcg Groups

. People
This to Lines of Accounting

MIS Administration

lintenance Tool

accoun it an option from the DTA Tools dropdown menu above.

Permissions:

‘You have the proper permissions to edit organizations

‘You have the proper permissions to edit routing lists

‘You have the proper permissions to edit groups

‘You have the proper permissions to edit paople

‘You have the proper permissions to edit lines of accounting (LOAs)
‘You have the proper permissions to access MIS

« You have the proper permissions to access ROA

= s s = =

As with the ability to create and modify organizations, routing lists, groups, people, and lines of

Figure 1211: DTA Maintenance Tool Home Screen

3. SelectROAAdministration from the DTA Toolslrop-down list (Figure 1:A1). TheSearch Existing Roa
Userscreen (Figure 122) opens. Th®TA Tooldbar displaysSearch Existing Roa UsarCreate New

ROA Usepptions.Below describes how the options work.

Defense Travel Management Office
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Search Existing Roa User * Required
OR
Last Name : |
First Name | |
Figure 2-12: Search Existing Roa User Screen

3.1 Update ROA Users and Administrators
Before you can update someone’'s ROA profile, you mu
1. OntheSearch Existing Roa Ussareen (Figure22 2 ) , enter t he tpNumeoSSN s Soci a

or name (at least part of theast Namas required; full or partiaFirst Names optional).

2. SelectSearch TheExisting ROA User (Search Resudtseen (Figure 123) opens. Your options are
UpdateandRemovet he person’s ROA profile.
Existing ROA User (Search Results)
SSN
Last Name : west
First Name :
Update | Name West, SSN : XXXXX9741 Organization : DTMOCSD
Remove : Chris
Update | [Name West, SSN : XXXXX9740 Organization : DTMOCSD
Remove : Helen

Figure 1213: Existing ROA User (Search Results) Screen

3.1.1UpdateaPer sonds ROA

1. On theExisting ROA User (Search Resudtsken (Figure 123), £lectUpdatenexttotheper son’ s
profile you need to changdheUpdate ROA User (User Onkgreen(Figure 1214) opens.

Defense Travel Management Office
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Update ROA User (User Only)

SSN:

First Name :

Middle Initial :

Last Name :
Organization Name :
User Access :

Organization Access : ,
(includes sub-orgs)

XXXXX9740
Helen

West
DTMOCSD

Administrator ¥

DTMOCSD

Select Organizations

* Required

e Commonoa |

. Save Changes i Cancel |

Figure 1214: Update ROA User (User Only) Screen

2. TheUserAcceséi el d di spl
current access.

3. If you need to update the organizations that the person has adoesisen dooseSelect

ays

the person

s assigned

OrganizationsTheEdit ROA User Organization Accasseen open (Figure 1215) opens( | f

need to do this, skip ahead to step 6).

Edit ROA User Organization Access

Available Organization

organizations.

Please enter four or more characters to display list of available

Add >>

Remove
="

Selected Organization
DTMOCSD

Selection of an Organization automatically includes Sub-Organizations. Additionally, new Sub-Organizations created at a
later date will be automatically granted. If you assign an Organization from the list of available Organizations on the left,
all Sub-Organizations will be implicitly granted to the user. Sub-Organizations selected on the right side will be removed
when Organization selections are saved if the parent Organization was also selected.

|. Save And Continue |‘ Cancel |

Figure 1215: Edit ROA User Organization Access Screen

4. Update theSelected Organizationist.

1 Enterthe name ofanorganization the individual needs ROA in the text field on the left, then sabitt
>> The organization appears in the right column. Repeat adding all the organizations the person needs.

you

Defense Travel Management Office
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Note: Gving a person ROA to an organization also gives that person ROA to all of its subordinate

organizations.

1 Toremoe ROAselect an organization in the right column and setecRemove

5. SelectSaveand Continue TheUpdate ROA User (User Onlsgreen(Figure 1214) opens.
6. SelectSave Change3heExistingROA User (Search Resulégyeen (Figure 123)opens

3.1.2RemoveaPer s oRDA s
Note:Removing a person’s ROA

profile.

To remove a per

1. OntheExisting ROA User (Search Resudtgken (Figure 126), £lectRemovenext to theperson

son

whoseROA profile you need to delete

S

ROA:

only del

et es

t

he

Existing ROA User (Search Resuls)

SSN:
Last Name : west
First Name :

Update | Name West,

SSN : XXXXX9741

Organization : DTMOCSD

Update | Name \IflVelst,
: Helen
Remove

SSN : XXXXX9740

Organization : DTMOCSD

Figure 1216: Existing ROA User (Search Results) Screen

2. TheDelete Roa Usescreen(Figure 1217) opens.

Delete Roa User

Organization Access :
(includes sub-orgs)

XXXXX9741
Chris

West
DTMOCSD
DTMOCSD

e oo |

SSN:

First Name :
Middle Initial :
Last Name :
Organization Name :

Delete | Cancel

3. SelectDelete The Existing ROA User (Search Resudtgeen(Figure 2-18) opens DTS removese

Figure 1217: Delete Roa User Screen

person’s. from ROA

person’

Defense Travel Management Office
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Existing ROA User (Search Results)

SSN:
Last Name : west
First Name :

Update Name West, SSN : XXXXX9740 Organization : DTMOCSD
Remove : Helen

Figure 1218: Existing ROA User (SearchuRs) Screen

3.2 Give a Person ROA
To give a person ROA:

1. From any screen in theOA Administratiormodule, €lectCreate New Ro&Jseron the dark blue
navigation barTheSearch New Roa Usecreenopens (Figure 129) opens

Search New Roa User - Required

SSN :+
OR
Last Name :

First Name :

Search

Figure 1219: Search NeWoa User Screen

2. Enter the person’ sSSHao oama (atleSsépan af theasy Naias nequeed, ful
or partial First Nameis optional).

3. SelectSearch TheNew ROA User (Search Resultsjeen (Figure 120) opens. A listing of peopleho
matched your search criteria displays.

New ROA User (Search Results)

SSN:
Last Name : west
First Name :

Name West, SSN : XXXXXT7347 Organization : DMMARINE
: Chris

Create

G ame West, SSN : XXXXX9742 Organization : DTMOCSD
reate - Molly

Figure 1220: New ROA User (Search Results) Screen

4. SlectCreatenext to thepersonyou want to give the ROA capabiliheCreate Roa User (User Only)
screen(Figure 1221) opens.

Defense Travel Management Office 14
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Create Roa User (User Only) * Required

e Comonoa |

SSN:  XXXXX9742
First Name :  Molly
Middle Initial ;
LastName: West
Organization Name : DTMOCSD
User Access :  User v

Organization Access :
(includes sub-orgs)

®

Select Organizations

Save User | Cancel

Figure 1221: Create Roblser (User Only) Screen

5. (Optional) TheUser AccesfBield displaydJserby default. You are assigning this ROA role this person.
Change it teAdministrator if you need to or leav&ser.

6. ChooseSelectOrganizations. ThEdit ROA User Organization Accgssen (Figure 2-22) opens.

Edit ROA User Organization Access

Available Organization Selected Organization

Please enter four or more characters to display list of available Add >>
organizations. L 1

Remove

Selection of an Organization automatically includes Sub-Organizations. Additionally, new Sub-Organizations created at a
later date will be automatically granted. If you assign an Organization from the list of available Organizations on the left,
all Sub-Organizations will be implicitly granted to the user. Sub-Organizations selected on the right side will be removed
when Organization selections are saved if the parent Organization was also selected.

Save And Continue | Cancel

Figure 1222: Edit ROA User Organization Access Screen
7. Update theSelected Organizatidist.

1 Enterthe name ofanorganization to grant ROA in the text field on the left, then sedadd >> The
organization appears in the right column. Repea
person.Note: Giving a person ROA to an organization also gives that person ROA to all of its
subordinate organizations.

T Toremove ROA, select an orgaation in the right column and seleck Remove

Defense Travel Management Office 15
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8. SelectSaveand ContinueTheCreate Roa User (User Ordgjeen(Figure 1221) opens.

9. SelectSave UserTheNew ROA User (Search Resulisjeen (Figure 120) opens The person you just
updated is no longeon the listing

10. SelectSearch Existing ROA Ugé&tigure 1219). Enter the SSN or the last name &wmrch TheExisting
ROA User (Search Resufiapure 1218) displays the newly added person to ROA.

Defense Travel Management Office 16
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